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Office Memomn #4772 + UNITED STATES GOVERNMENT

TO :Chief, Services Divisicn DATE: 4 April 1950
FROM :icting Chief, Supply Branch
SUBJECT:Monthly Report - March 1950

1, The following proposed procedures have been drafted end for-
warded %o your office for approval during the past month:

a. Administrative Instruction No. 40-7/1, Subject:
dccountability and Responsibility for Propert ¢ This pro-
cedure when publiched will eliminate duplicate records
meintained by accountable and responsible officers,

t. Administrative Instruction No, 20-5 Subject:
Requisitioning mcedg.rg: This procedure when published will
eliminate additional copies of requisitions presently being
used,

¢c. Overseas Supply Procedure: Covers the procurement
Program for cverseas overt installations which will s in tum,
bte incorporeted in the 40 series of the agency manuel,

d. Inspectlon of Unserviceable Property: This procedurs
will establish a uniform system of determining cause of pro-
perty demsges and will eliminate transfers of property to
stock which cen be repeired at the activity location,

€. Accountability of Housekeeping Items: Prepared by
Audit Staff and concurred in by this office., Procedure is
presently in effest and will establish adequate account-
ability records for all housekeeping items utilized in
CIA warehouses,

2. A procedure covering the mechanics involved in requisitioning,
procuring and receiving of books is being drafted and will be available
for review within a period of one week, 2 form is being devised which
will serve as a requisition » burchase order, receiving document s billing
instrument and cataloguing record (Library) which will be forwarded with
the above mentioned procedure,

25X1A9%9a
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Volume:

Procurement Section:

1. Requisitions 25X1A1a

Total number received.essesessscescresssssscss
Pending bids, clearances, €tCeecessscscsscscecss
Held wimout action..‘.............".....‘....
Total number of requisitions completed.ecscecss

2. Purchase Orders:

PI'ePared a-n-d ies‘ledi..0.0.....00...000..'0....
TOtal amunt expended“l........l.COO‘0...0.00
Printing and Binding Estimates & Petty Cash.,.
TOtal emditures.OO......0.00'.......0.00...

Contract Section:

1. Contracts completed
Supply......u..-u...--....u

SOrViCO.cecrcccscssesssssssnns

O N

LeasC.icssensesocscecccsacossnsne

2. Amendments to Contracts completed:
S‘lpp]-yﬁ......0...."..00..0‘.0
Serﬁceoccocoooo:'oooooooooooo 2

LeaS6eesssscvsscassscnccercsee O

3. Contracts pending: ,
SupplyOQOOOOOOOQCOQOCOOI..0.0C
Sarvice"0...0.0.0.0...0..‘...

Iease.‘0.....“..'00..00..0“0

HwW\ O

4. Amendments to contracts pending:

Supply...C..COOQOOOQ.‘.....l’.
Serﬁceoooooo.ooooooooo-.oo.o-

o0

Lease'..‘...‘."...0........‘.

5. EPBA Agreements completed:
S'U.Pplyooo'ooatooooooooooooo.o-o
Sewice’.’.....‘........'.'...

Ioase....‘...........O'..OOCCQ

(AR

6. Total authorized obligations,..
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Storage and Issue Section:
1., Requisitioms: 25X1A1a

Received during BNt Neseecsseereesesssecorneccecsces
Completodiecececosssccesecercocccocccssersecsscoccse

Penvdirlg'..'........'0..0....0.0.'.0.0...00.0.'.'..0

. Account #2 = Office Suppliesn.......u-..-........
-Accc‘jnt #3 - Office Eq'uipnantooooooooaoaocoonotoc00
Account #5 - Medicel S'u‘pp]“{ AccoOMNtecosssscrssssnns
Account #6 - General SupplieB.ceceesccscescscscccnce
Account #8 - Smlus Property Accountececococccecs

2, Cargo snd Dowestic Shipments:

Reque8tsonooooooooooooo-oooo‘aoooocooc.cooo-ooooooo
Shipmen‘bs accompliﬂledooooaoocoocoo.ooocoocaooo.co
Total wei@t Shippedo.oooonctoooooocoocoooooooooo-
Total number of cases Shippedoooonooloooooooouooooo

3. Miscellaneoug:

Moving and relocation of equipment in CIA buildin
mmber of éob ordwsﬁ.'..Q.‘l‘l.‘.....".....'..
Mm-hows reqmed....OO..‘.......O...O..QO......

4. Identification Control Records:

Postings to TOCOYTASeesserssesss0stescsvssssssacsss
Inventories Processedoccconlooooooaoococo-ooonoo-o

5, Typewriters Msintenance and Repairs:

Requj.SitiOns received during PONthecscsssssseccnse
Requisi‘bions comleted during BONtheeessssscscosee
RequiSitions on handeevsesecesvrosnsecscscesssccoces
Overhaul and shOp WOXKeesssvssescceccacsesssscscse
Service C8llSececcesscssscscsssscrssccrsssssescacce
Total number of machines repairedooooo.oooo-o’ooooi
Estimated doller value of 811 WOTKeveseseoessvecse

6. Furniture Repairs:
Service CallS.secescscrcsesssssscssssscssccscscsvoe

ShOp repairS........................u.........u.
Estimated dollar value of WOTKeossesessoosocessosose
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